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Non-Mathematical Uses of Excel
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SmartArt/

Process/

Basic 

Timeline

1. Home/Cells/Format Cells/Alignment; 

wrap text for bottom rows

2. Home/Font/Paint Can
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Key manually

Insert function wizard
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• Make Table of Contents first worksheet 
(insert a worksheet) (rename worksheets 
by right mouse clicking on each sheet)

• Key names of each worksheet

• Hyperlink to a place in the 
document
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Save file before emailing


